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JOB DESCRIPTION
	Job Title
	Centre Support and Compliance Officer 

	Responsible to
	Centre Support and Compliance Manager 

	Job Description
	The Centre Support and Compliance officer role is integral in ensuring our qualifications, end point assessments and services are delivered within the highest requirements set by ourselves and by our regulators. The role includes involvement in complex investigations into malpractice, contributing to internal compliance/regulatory matters, enforcing our policies both internally and externally, while providing first class support to our Centres/internal teams.



1. Main Responsibilities 
0. Following training, investigating cases of potential malpractice/maladministration, including making recommendations for actions and outcomes to the Centre Support and Compliance Manager.  
0. Analysing course paperwork, documentation and information for potential evidence of malpractice and recording findings.
0. Analysing any evidence presented as part of an investigation and recording findings.
0. Drafting investigation emails/letters and other correspondence as required.
0. Reviewing incoming emails, documentation/information and recording findings.
0. Efficiently logging and tracking investigations, including the administration of hard copy and electronic files ensuring that all information (including evidence) is recorded accurately.
0. Conducting telephone interviews with Centre staff and/or tutors in relation to investigations.   
0. Conducting quality assurance calls / telephone interviews with learners and collating responses.
0. Writing summary reports of investigations for submission to the Centre Support and Compliance Manager as required.
0. Understanding and implementing all internal policies relevant to the Centre Support and Compliance Team.
0. Providing support and guidance to Highfield Centres to assist their compliance with Highfield and regulatory requirements via phone, email, letter and face-to-face meetings.  
0. Liaising with internal Highfield staff to arrange visits to Centres and courses.
0. To have a good understanding of Highfield’s suite of qualifications.   
0. Understanding the requirements and criteria set by our qualification Regulators, i.e. Ofqual (General Conditions), SQA (Principles), Welsh Government (General Conditions) and SIA (Regulations).  
0. Understanding the Highfield Core Manual, along with all internal policies and procedures.
0. Using the Highfield website and Highfield IT systems to review details of courses, tutors, Centres and learners.
0. Understanding Highfield’s Qualify at Home service and undertaking second line reviews of footage to inform decisions around awards. 
0. Providing support and guidance to other departments within Highfield with queries relating to course paperwork, potential maladministration/malpractice and other queries as required.
0. Supporting Centre Support and Compliance Manager, Senior Centre Support and Compliance Officer(s) and other Centre Support and Compliance Officers with investigations and other tasks as required.
0. Representing Highfield at events, meetings or visits as required.
0. Other tasks as the role may reasonably require.
1. Key Competencies 
1. Excellent time management skills and ability to priorities and meet deadlines.
1. Excellent organisational skills, particularly when dealing with a large and varied and case load.
1. Excellent written and oral communication skills.
1. Confident and professional telephone manner.
1. Good accuracy and attention to detail.
1. Excellent problem solving skills.
1. Understanding the need for confidentiality.
1. Proficient in Microsoft Office particularly Word, Excel and Outlook.
1. Potential Progression
2. There are opportunities to progress within the Centre Support and Compliance team and as the business grows it is anticipated that more progression routes will become available.
1. The Highfield Way of Working
3. Think customer;
3. Be passionate about our products and services;
3. Be a team player;
3. Accept responsibility for your actions;
3. Be enthusiastic, honest and confident; 
3. Listen and learn and respect confidentiality;
3. Be loyal and committed to the Company and your future within the Company; and
3. To respect all members of the team.
1. Highfield’s Commitment to you. 
4. To build on your strengths and develop your skills; 
4. To recognise the value of your contribution; 
4. To respect the balance between life and work; 
4. To maintain confidentiality;
4. To provide excellent working conditions, and;
4. To reward loyalty, commitment, innovation and outstanding performance.
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